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BUSINESS PLAN FOR NEW PROGRAMS 
 
 
Completed Business Plans must be submitted to the Centre for Academic Excellence three weeks 
in advance of the next Academic Leadership Team (ALT) meeting and two weeks in advance of 
the next Senior Leadership Council (SLC) meeting.   
  
 
Dean/Associate Dean/Developers responsible for this new program proposal: Pam McLaughlin/Mark 
Hunter/Barbara Bidner and Suzanne Kingshott 
Curriculum Consultant assigned: Paul Meahan 
Date Submitted: 12/9/2019 
 
1.0 Program Specifications 
 
Proposed program title: Court Support Services 
Proposed credential: 
☐ Local Board Approved Certificate 
☒ Ontario College Certificate  
☐ Ontario College Diploma  
☐ Ontario College Advanced Diploma 
 
 
☐ Ontario College Graduate Certificate  
☐ Collaborative Degree  
☐ Degree 
MTCU program code (if it exists): 42305 (Court Reporting – Stenomask) 
MTCU program code comparables: 52610 (Court and Tribunal Administration) 
 
Proposed Classification of Instructional Program Codes, formatted as ##.####:  
22.0303 – Court Reporting/court reporter 
22.0399 – Legal support services, other 
For additional information, please refer to most recent Classification of Instructional Programs (CIP) 
Canada published by Statistics Canada, available on http://www.statcan.gc.ca/. 
Projected four-digit National Occupational Classification Codes (3 maximum), formatted as  ####: 
1. 1416 – Court Clerks 
2. 1251 – Court Reporters, Medical Transcriptionists and Related Occupations 
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For additional information, please refer to most recent National Occupational Classification (NOC) Canada 
published by Statistics Canada, available on http://www.statcan.gc.ca/. 
Identify all deliveries of this or a comparable program that have been or are currently offered at 
Fanshawe (including CE and/or Regional Campuses): 
Describe deliveries: None 
 
Proposed program launch date: Fall 2021 
Proposed intake(s): ☒ Fall   ☐ Winter   ☐ Spring   ☐ Other:  
Number of students in first intake: 20 
Length of program: 
• Number of semesters: 2 
• Semester length in weeks: 15 
• Total program hours:  
Program delivery (check 
as many as apply) 
☒ Web-facilitated (face-to-face)   ☐ Blended   ☐ Online 
☐ Fast-track    ☐ Accelerated  
☐ Collaborative   ☐ Weekend 
☐ Other 
Co-op program 
☒ No Co-operative Education component is required 
☐ The Co-operative Education component is a required element 
☐ There is a Co-operative Education stream and a non-Co-operative 
Education stream 
 
2.0 Executive Summary  
 
Include the following information (600 words maximum): 
a) Program Overview: length, credential, description and suggested delivery options 
b) Strategic Alignment: explain how this program is aligned with the indicated program area of 
strength and/or growth (150 words recommended maximum) 
c) Competition:  Local, regional, provincial and/or national fit/competition 
d) Pathways:  Links to further educational opportunities 
e) Student Demand:  interest in the program locally and provincially 
f) Labour Market Demand:  support for the program, job opportunities for graduates 
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This one-year Ontario College Certificate program is designed to provide students with the specialized 
knowledge and skills required to work in various court support and court and client service positions for 
the Ontario Courts. The program will provide interactive learning activities focused on courtroom staff 
roles with an emphasis on professionalism and decorum. The program will offer students a special 
emphasis on experiential learning, including real-life courtroom activities, multidisciplinary simulations 
with students from other legal programs, and a significant live-client work placement. 
This program fits into an institutional area of strength and focus (Public Safety). In fact, it would fill a 
specific need within the School of Public Safety: we currently train students to be employed within the 
legal field as a support to legal professionals (Law Clerk) or to become a legal professional (Paralegal). This 
program would allow the School to now train students to assist in the administration of justice. Increased 
enrolment in this area of strength would thus support SMA3’s Metric #2 (“Institutional Strength/Focus”).  
There is little competition for this program offering, and none within our geographical region. The 
program is currently offered in English at only two Ontario colleges: Centennial and Durham. Both of 
these schools are serving the GTA market, and very few graduates leave the GTA to seek employment in 
the Western Ontario court area. Although graduates of our program would be qualified to work anywhere 
in Ontario, the School believes that many would choose to remain in SW Ontario to pursue the many job 
opportunities in this region. 
Because this program would complement the currently existing legal programming at Fanshawe, there 
will be some internal pathways opportunities for our students. Students may wish to pursue other high-
affinity legal programs: the Law Clerk diploma and, ultimately, the Paralegal grad cert are particularly 
strong programs for further education. Some introductory courses may be granted as credit recognition; 
in other cases the strong fundamental knowledge gained in the Court Support Services program would be 
an asset to students who wished to continue their legal studies. 
There is strong, consistent student demand for the one-year Ontario College Certificate in Court Support 
Services. The two English-language offerings of this program have an applicant conversion rate of about 
3:1 for these programs. Recently, Centennial has seen 24 student enrolments. Durham is slightly larger, 
averaging 24.5 enrolments per year. Our program is thus aiming for a similar size, with a target of 20 
enrolments in the initial year, growing to 25 in the subsequent years. This program will need to inform the 
target demographics about the jobs in this employment area. Greater awareness of the strong job market 
will help, as will focusing on mature learners – university graduates from justice-oriented or liberal arts 
degrees keen to acquire job-ready skills that would enable them to work in the legal field. 
Internal research based on EMSI data shows a general upward trend in employment projection for Court 
Clerks. Across Ontario, there is expected to be approximately a 12% increase in the jobs in the 2019-2026 
period. Meanwhile, Court Reporters also have stable employment projections over this period. Vacancies 
due to retirements will occur, and many Ontario Courts in the Fanshawe catchment area are already 
hiring workers without the necessary knowledge of Ontario law or the understanding of the roles and 
responsibilities of court officers. These individuals are then provided with in-house training; however, 
there remains high turnover and little employment stability for the Ministry of the Attorney General. Our 
community partners have thus expressed support for Fanshawe to develop this program to meet this 





Centre for Academic Excellence Quality through Collaboration  4 
3.0 Academic Programming and Quality Assurance  
 




 3.2 Essential Employability Skills Learning  
Outcomes  
 Consultation: CAE 
 
 3.3 Program Description 
 Consultation: CAE and Registrar’s Office 
 
 3.4 Course Descriptions 
 Consultation: CAE 
 
 3.5 Relationship to Professional or Licensing 
Bodies 
 Consultation: CAE 
 
 3.6 Curriculum Design and Delivery 
a) Provide rationale for curriculum design and delivery 
methods (e.g., face-to-face, blended, online, fast track, 
accelerated, collaborative; full-time vs. part-time), 
including work integrated learning (if appropriate): 
1. Alignment with program vocational learning outcomes 
2. Alignment with essential employability skills outcomes 
3. Suitability for target populations(s) 
 
b) Indicate where and how existing courses may be included in this new program. 
 Consultation: CAE, Subject Matter Experts (SMEs), External Resources 
 
a) VLOs have been workshopped with the Credential Validation Service, and the program has already 
received CVS approval to run under the 42305 Ministry program description. All of the courses have 
been mapped to meet the breadth and depth of the VLOs and address all EESs, and the curricular 
content is responsive to community and provincial needs. See Appendices A-D for the CVS-approved 
program map. 
The program outcomes and proposed course structure were validated by the External Advisory Panel, 
convened on October 28, 2019. That panel particularly emphasized the importance of offering this 
program and of giving students both theoretical knowledge and practical experiences. The courses have 
been designed to give students significant experience in computer labs with the appropriate software in 
order to be prepared to work in the Ontario courts immediately after graduation (see Appendix G). 
See Appendix A: Form 1 – 
Program Vocational Learning 
Outcomes. 
 
See Appendix A: Form 2 - 
Essential Employability Skills 
Outcomes. 
See Appendix B: Program 
Description. 
See Appendix C: Program 
Curriculum. 
See Appendix D: Regulatory 
Status Form. 
See Appendix E: Curriculum 
Map - Program VLOs and 
EESOs. 
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Finally, the External Advisory Panel reiterated the importance of experiential learning, including applied 
and simulated exercises. Experiential learning will be woven throughout the curriculum, including in 
guided in situ courtroom activities, multidisciplinary simulations with students from other legal 
programs, and a significant live-client work placement. Several of the community partners who 
consulted on this program development indicated their willingness to have students shadow them in a 
mentoring capacity, a placement opportunity, and/or on a tour of the court facilities. 
b) The program will consider course overlap/equates and credit transfer possibilities though the Stage-
Gate 3 curriculum development process. Students transferring into the program from high-affinity fields 
such as the Public Safety Fundamentals OCC (MTCU 43012) may have some credit recognition for 
general courses like "Canadian Law." Students transferring in from Law Clerk OCD (MTCU 52611) are 
likely to receive some credit recognition for general courses like "Canadian Law" and "Computer 
Applications." 
 
 3.7 Research and Innovation 
a) Describe how research and innovation will be included in the program (Policy 2-B-02). 
Consultation: Centre for Research and Innovation, Subject Matter Experts (SMEs) 
 
The proposed program is already anticipating where it can add applied research and a Signature 
Innovative Learning Experience to its curriculum. Here are some initial plans: 
Scholarship 
Literature Review – Students will be required to engage in secondary source research in order to 
produce short research reports and accompanying presentation related to issues and trends in the 
Canadian courts. 
Community-Based Research 
Application – Students will work in a real-life Court Support Services environment in their Placement 
course. In order to prepare them for this experience, the program will require students to attend local 
court proceedings beginning as early as the start of the program. Students will benefit from seeing 
courtroom decorum and the proceedings of a trial first-hand, and will apply what they have learned to 
the real world in a workplace setting. 
Theory to Practice – The students’ experience in actual Ontario courts will serve as an opportunity to 
put what theoretical content they have learned into practice with respect to the placement 
opportunity. The research element would be strengthened here if students were assigned some kind of 
written and/or verbal reflective practice about the experience of transferring skills from theory to 
practice and what the outcomes were. This kind of self-reflection would also help to strengthen the 
placement activity as a kind of Signature Innovative Learning Experience (SILEx). 
The program would like to have further consultations with the Centre for Research and Innovation and 






Centre for Academic Excellence Quality through Collaboration  6 
4.0 Fit of Program  
 
 4.1 Gap Analysis 
a) How is the program similar to or different from existing programs at the College and what 
impact will this program have on existing programs at the College? For example, does the 
proposed program provide additional breadth to our program offerings, or does it add 
specific disciplinary depth?      
b) Are there similar programs being offered at colleges, universities or private institutions 
provincially, nationally and/or internationally? If yes, provide profile of key competitors 
including location and a brief description and how they differentiate themselves. 
c) How else is the industry need being met if not provided in the options listed in c) above (e.g. 
regulatory body or in-service training)? 
d) What makes this program unique from the similar existing programs identified in a), b), and 
c) above (e.g., innovative delivery methods, unique focus on teaching and learning or a 
specific student population, niche programming, research strengths)? 
 Consultation: CAE, Institutional Research, Subject Matter Experts (SMEs), External 
Resources 
This proposed program would be a one-year certificate and would nicely complement Fanshawe’s 
current law programs. This proposed program would fill a specific need: the College currently trains 
students to be employed within the legal field as a support to legal professionals (Law Clerk) or to 
become a legal professional (Paralegal). This program would allow the School of Public Safety to now 
train students to assist in the administration of justice. No programs at the College would be negatively 
affected by this offering. 
The program is currently offered in English at two Ontario colleges: Centennial and Durham. Both of 
these schools are serving the GTA market, and very few graduates leave the GTA to seek employment in 
the Western Ontario court area. Although graduates of our program would be qualified to work 
anywhere in Ontario, the School believes that many would choose to remain in SW Ontario to pursue 
the many job opportunities in the region. 
At present, the Ministry of the Attorney General (Clerks Division) often hires individuals who have no 
prior legal knowledge or understanding of the Ontario court system or the related court support 
services roles. Although these individuals receive in-house training, there is high turnover among court 
support services staff, which negatively affects the ability of the courthouses to staff the courtrooms 
with court clerks/registrars, court reporters, and court services officers. Please see Appendix I for 
evidence of the need our community partners see in launching this program.  
 
 4.2 Key Performance Indicators (KPIs) 
 
Please complete this table with the three most recent years of published data* for similar programs at 
your college only (minimum one, maximum three). Similar programs may include programs at the same 
or different credential levels, and transfer opportunities. Please add additional rows as needed. 
 
Program 




2015 MTCU Title  MTCU Code 
Law Clerk 52611 Graduate Count 57 53 58 
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Program 




2015 MTCU Title  MTCU Code 
Employment Rate** 88% 81% 82% 
Employment Rate in a Related Field*** 56% 56% 65% 
Court and Administrative 
Tribunal Agent 72614 
Graduate Count 41 41 41 
Employment Rate** 95% 83% 72% 
Employment Rate in a Related Field*** 75% 33% 50% 
*KPIs are to be calculated in accordance with the methods prescribed by MTCU. KPIs are based on graduates of MTCU 
approved full-time postsecondary programs whose funding status is shown in the graduate record layout as MTCU operating 
grant, Co-op Diploma Apprenticeship or Second Career, and who were surveyed by telephone. 
** Employment Rate = (number of survey respondents employed Full-time or part-time, related or unrelated) / (number of 
survey respondents in labour force) 
*** Employment Rate in a Related Field = (number of survey respondents employed Full-time or part-time, related) / (number 
of survey respondents in labour force) 
 
 4.4 Pathways to and from Proposed Program and Programs 
a) Drawing on the gap analysis, are any program pathways anticipated or under negotiation to 
and/or from this program (internal and external)?  If yes, describe how the existing/proposed 
program supports student mobility. 
b) Describe any special features of this pathway (e.g., laddering, bridging). 
c) How does this program fit into the provincial and national credit transfer framework? 
(ONCAT) (i.e., course to course vs. program to program; college to university, college to 
college, university to college)? 
 Consultation: CAE (Pathways Coordinator) 
 
Fanshawe College will be looking for pathways opportunities for both incoming and outgoing students. 
Students transferring into the program from high-affinity fields such as the Public Safety Fundamentals 
OCC (MTCU 43012) may have some credit recognition for general courses like "Canadian Law." Students 
transferring in from Law Clerk OCD (MTCU 52611) are likely to receive some credit recognition for 
general courses like "Canadian Law" and "Computer Applications." 
Students may wish to ladder out of this program into high-affinity programs in the legal field: the Law 
Clerk OCD and ultimately the Paralegal OCGC are particularly strong programs for further education. 
Some introductory courses may be granted as credit recognition; in other cases the strong fundamental 
knowledge gained in the Court Support Services OCC would be an asset to students who wished to 
pursue further education in legal studies. 
There will also be some laddering opportunities for graduates who may have pursued BAs in Justice 
Studies and/or Political Science and/or English programs at Ontario universities. Graduates of these 
programs often want to work within the legal field and are looking for short-duration practical programs 
to enhance the vocational skills needed to succeed in the Ontario courts system. 
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 4.5 How will this program help support the College’s mission?  
 
With the outcomes-based funding model forming the basis of the SMA3, programs like this one will be 
helpful in that graduates will have a clear path to work in their field of study. This program fits into an 
institutional area of strength and focus (Public Safety). Increased enrolment in this area of strength 
would support Metric #2 (“Institutional Strength/Focus”). 
Because this program would graduate people into reliable middle-class jobs, it also would support 
Metric #1 (“Graduate Employment Rate in a Related Field”). There would be lots of work available for 
our graduates, and the program would not be looking to grow past the size of graduating class that the 
market can bear (in placements or as employees).  
Metric #6 (“Graduate Employment Earnings”) should also be favourably affected by this program. 
Wages for Court Clerks demonstrate that these are good jobs. According to EMSI Data, new workers 
generally start around $34,851. However, normal pay for Court Clerks is $49,292 per year, while highly 
experienced workers can earn as much as $68,383 (Career Coach – Court Clerks). In the 1251 NOC 
(Court Reporters, etc.), new workers generally start around $37,221. However, normal pay for Court 
Reporters, Medical Transcriptionists and Related Occupations is $50,450 per year, while highly 
experienced workers can earn as much as $69,144 (Career Coach – Court Reporters). It is not possible to 
ascertain immediately how many of these jobs are contract as opposed to full time. However, there are 
a lot of hours available (for those contract people who would choose to work in excess of 35 hours per 
week), and the high level of attrition in these jobs currently – due primarily to the lack of training for 
new hires – would place our graduates into the more stably employed camp. 
Lastly, this program would expect to work well within the College’s Mature Learning Strategy, 
specifically with respect to any goals related to serving mature learners on a full-time basis. There may 
be significant demand for this kind of work from individuals who are already underemployed in current 
clerical jobs and want to reskill into this more technical field. Furthermore, graduates of generalist 
liberal arts BAs from Ontario universities may be interested in a short-duration, modestly priced 
program that immediately places them into the courtroom environment and gives them some 
vocationally specific skills and knowledge to accompany their current degree. 
 
5.0 Demand and Support for Program  
 
5.1 Student Demand  
a) Provide evidence to validate student demand and/or societal need. (e.g. Student surveys, 
enrolment summaries and growth trends for similar programs, system enrolments and 
projected growth, or demographic projections for relevant sub populations) 
 





☐ Other (identify): 
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c) Include an assessment of whether this program will draw students away from existing College 
programs or complement existing programs. 
 Consultation: Registrar’s Office, Recruitment, International Services, Institutional Research 
 
There is strong, consistent student demand for the one-year Ontario College Certificate (OCC) in Court 
Support Services (MTCU 42305). There are only two English-language programs at the OCC level in 
Ontario, both in the GTA. Both Centennial and Durham Colleges have an applicant conversion rate of 
about 3:1 for these programs. On average, Centennial has seen about 17 enrolments per year, 
increasing to 24 students in 2018. Durham is the larger program, averaging 24.5 enrolments per year. 
In a comparable code, the two-year Ontario College Diploma in Justice Administration Services (MTCU 
52610) at Seneca is also strong. The program averages over 116 OCAS applications per year, converting 
an average of 32 of them into full-time student enrolments.  
Due to the nature of these programs, there is virtually no international enrolment. These programs are 
geared towards domestic students who will ultimately work within the Ontario Courts upon successful 
completion of the program. This demographic has been reflected in the budget proforma (Appendix H). 
This program will, in some ways, need to create the student demand within the Fanshawe catchment 
areas. Greater awareness of the strong job possibilities and a focus on university graduates from justice-
oriented or liberal arts degrees may also provide a market keen to acquire job-ready skills that would 
enable them to work in the legal field. 
 
 5.2 Labour Market Demand 
a) Provide evidence to validate employment demand from some or all of the following: 
1. Trend data (employment trends for related employment) 
2. Feedback from and support of a related Program Advisory Committee  
3. Feedback from external stakeholders (Attach minutes from external stakeholder 
panel as appendix) 
4. Other data sources (e.g., local, provincial, national and/or international economic 
development corporations, industry/professional associations) 
5. Letters of employer support (attached as appendix) 
 
Internal research based on EMSI data shows a general upward trend in employment projection for 
Court Clerks (NOC 1416). Across Ontario, there is expected to be approximately a 12% increase in the 
jobs within this NOC in the 2019-2026 period. Job growth appears to be steady and sustainable (Career 
Coach – Court Clerks). 83% of job openings in the period of 2017-2021 are expected to occur via 
attrition (replacement jobs from retirement or turnover) (Government of Ontario – Court Clerks). 
Court Reporters, Medical Transcriptionists and Related Occupations (NOC 1251) have stable 
employment projections (Career Coach – Court Reporters). Very few net new jobs are projected, but 
vacancies due to retirements will occur, and many Ontario Courts in the Fanshawe catchment area are 
already hiring workers without the necessary knowledge of Ontario law or the understanding of the 
roles and responsibilities of court officers. These individuals are then provided with in-house training; 
however, there remains high turnover and little employment stability for the Ministry of the Attorney 
General. 81% of job openings in the period of 2017-2021 is expected to occur via attrition (replacement 
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jobs from retirement or turnover) (Government of Ontario – Court Reporters). Please see Appendix I for 
further information regarding the high attrition rates and costly training regimen noted by our 
prospective community partners. 
Individuals wishing to become an authorized court transcriptionist in Ontario must complete 
qualification training and testing through an Ontario educational institution recognized by the MCU 
(ACTO, FAQ). Authorized court transcriptionists are effectively small business owners, whose 
qualifications are monitored by Arkley Professional Services (ACTO, Graduate Guide). Fanshawe’s strong 
commitment to teaching entrepreneurial skills to all of its students will help this program to develop 
graduates who may pursue this small business opportunity in their futures. The program plans to 
include transcription in the curriculum and plans to develop courses in Stage-Gate 3 that will prepare 
graduates to write any regulatory tests in order to pursue this career path. 
 
5.3 Partnerships Supporting New Program 
a) List any new internal or external partnerships that may develop if this program were to be 
delivered. Include letters of support in an appendix.  
b) What, if any, alliances are possible to reduce costs, increase speed to market and increase 
market coverage? 
c) How are the external stakeholders willing to support the proposed program? (check as many 
as apply) 
☒ Continuing on Advisory Committee ☒ Teach a course 
☒ Provide placement or experiential learning (e.g. co-op, field placement, 
mentorship) 
☒ Present as a guest speaker ☒ Provide a tour 
☐ Research (project, partnership etc.) ☐ Donation, Scholarship, Award 
☐ Other: 
 Consultation: Internal and External Stakeholders 
 
We have received enthusiastic support from the court services community for developing this program. 
Please see Appendix I for the External Advisory Panel minutes and Appendix J for emailed expressions of 
community support. 
It is important to note that we have received support for developing this program from a wide range of 
courts and jurisdictions in SW Ontario, including the City of London, the London Middlesex Courthouse, 
Lambton County, Norfolk County, and the Court Services Division of the Ministry of the Attorney 
General. All of these prospective partners have voiced their support for developing the program, and 
many noted that their current system of hiring employees without some background in the court 
system has resulted in a “costly and time-consuming training regimen that they [have] had to offer as 
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6.0 Feasibility of Program  
 










 6.2 Human Resources 
a) Include staffing plan for program, up to and including full implementation. 
1. Estimate the staffing requirements that are above the existing HR complement. 
2. Would there be any changes to current staffing arrangements in order to 
implement this new program? 
3. Would there be any additional training needs? 
 Consultation: Human Resources, OD&L, other Schools 
 
b) Student Services 
1. What other Learner / Student Success Services are required? 
 Consultation: Student Success Advisor 
 
a) The existing full-time faculty complement for The School of Public Safety would contribute to the 
design and delivery of this program. Faculty who teach in the program would include part-time/partial 
load instructors. There are no additional training needs. No additional full-time faculty position has 
been requested in the budget proforma (Appendix H).  
b) For the most part, existing student support services (e.g., ASAs, The Learning Centre) are sufficient. 
However, if the program disproportionately attracts non-direct, mature learners, the School will 
monitor the resulting student complement in order to address any unique needs. 
 
 6.3 Ministry Funding 
 Consultation: CAE 
 
 
 6.4 Proposed Program Fees 
 Consultation: CAE, Financial Planning 
 
 2021/22 2022/23 2023/24 Ongoing 
 F W S F W S F W S F W S 
Year One of 
Program 20   25   25   25   
Number of 
Graduates 17   21   21   21   
Total 
Enrollment 20   25   25   25   
See Appendix F: Program 
Delivery Information (PDI) Form 
to Calculate Program Funding 
Parameters. 
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Approved Postsecondary (APS) Program MTCU Table 
 
 Wt - Program Weight for funding purposes: _1.0_ 
 
 FU - Program Funding Units for funding purposes: _1.0_ 
 
 Proposed annual tuition fee:  $_2,720.52_  
 
 Fees:  Regular ☒ High Demand   ☐ 
 
 What tuition and ancillary fees are being charged by other colleges for similar 
programs?  
 
 Proposed ancillary fees: $_0 [program-specific fees]_ (to be discussed with Office 
of the Registrar and negotiated with FSU) 
 













[approx. $150 prog-spec] 
$1,812.00 (int’l.) 
 
 6.5 Required Program Resources 
a) Space requirements 
1. Can this program use existing space? 
i. If Yes, 
a. Will it differ by term or year?  
b. Will it require renovations to existing space? If yes, describe. 
c. Will it require designated space? If yes, describe. 
d. Will additional office space be required for faculty and/or support? 
 
ii. If No, 
a. Specify the size, type and attributes of classrooms and/or space. 
b. Will it require designated space? If yes, describe. 
c. Can this new space be made available to other programs/Schools? 
d. If there is a comparable room that serves as a model, indicate the room 
number__________. 
e. Will additional office space be required for faculty and/or support? 
 Consultation: Facilities Management, Timetabling/Scheduling 
See Appendix G:  Detailed 
Course Delivery 
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The program can be delivered using existing classroom and computer lab space. Some of the additional 
classroom space that was freed up when the Law Clerk Diploma program reduced its intake to one 
section per year could be used for the students in this program. The School of Public Safety will 
continue to pursue sponsorship opportunities (through Advancement and Alumni) for a 
classroom/simulated courtroom learning space that would be of benefit to students in a number of 
Public Safety programs. 
Lisa Dennis has noted the following about dedicated space issues with respect to this proposed 
program: “I would highly suggest this [dedicated courtroom space be] a courtroom-classroom. […] 
Having a dedicated space for one program for 11 hours a term is [too restrictive a use of space].” Lisa 
notes that a ‘courtroom’ that can transform into a classroom that can be used by a number of different 
programs is a good way to conceive of this space. 
She adds, “As for the computer labs, we aren’t far off the 80% threshold overall but I don’t have issues 
with the hours required for this program.” 
Facilities and Scheduling Employee(s) Consulted: Lisa Dennis – Scheduling Analyst, Academic Support 
and Scheduling 
 
b) Computing requirements 
1. Identify any new computers or related hardware devices needed: 
☐ Desktop Computer   ☐ Laptop   ☐ Notebook   ☐ Tablet 
☐ PC based   ☐ MAC   ☐ IOS   ☐ Android   ☐ Other: 
Quantity: 
2. Identify connectivity requirements: 
☐ Permanent Hardwire   ☐ Wireless   ☐ Power Outlet – e.g., Laptops 
☐ Other:  
3. Identify data storage requirements (excluding FOL): 
☐ Hard Drive Only   ☐ Departmental Server   ☐ ITS Network Server  
☐ Third-Party Cloud Storage   ☐ Other:  
4. Identify new or modified software requirements including version, licensing and 
cost: 
The Integrated Courts Offences Network (ICON) and the FRANK Court Case 
Tracking System are both online systems/tracking tools that allow staff to manage 
information within the Ontario courts. Community partners have offered to help 
us to acquire this software inside a test environment (please see Appendices I and 
J). The program will need further dialogue with Information Technology Services 
to determine computer needs and budgeting restrictions. The Liberty Court 
Recording System will also need to be examined for digital storage space 
restrictions. 
 
5. Identify cloud-based (online) services or products required: 
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6. Can the proposed hardware and software run on the College’s networks? If no, 
describe what is required. 
7. Estimate the computing requirements required for startup of all levels (e.g., lab 
sizes required, specific hardware requirements). 
8. Estimate the computing requirements for ongoing delivery of the program (up to 
the 5th year) (e.g., estimated lab sizes required, specific hardware requirements, 
equipment refresh cycle) 
9. What are the implications for existing IT architecture given program size, delivery 
format and computing requirements? 
10. Does existing IT infrastructure allow this program to be offered as proposed? If no, 
what is required? 
11. Identify any new or modified classroom teaching technology required to offer the 
program (e.g., projectors, audience response systems [clickers], touch-enabled 
displays, other): 
12. Are there specific IT staff support needs for the program? If yes, describe. 
 Consultation: Information Technology Services 
 
Brody notes that there may be some restrictions on how students can access ICON and/or FRANK in a 
test environment on the College’s computers. He also adds that if the Liberty Digital Court Recorder 
audio/video recording program is used, that storage space will need to be accounted for with some 
money allocated from this program. 
The standard version of FanshaweOnline (FOL) is sufficient for the program needs with respect to web-
enhanced learning, and the number of students accessing the network is not an issue. 
ITS Employee(s) Consulted: Brody Lavoie – Senior Manager, Academic Technical Support Services, 
Information Technology Services 
 
 
c) Marketing Resources - Discuss marketing strategies with R & BM to reaching the appropriate 
student populations for this program. 
 Consultation: Reputation and Brand Management (R & BM) 
 
Marketing Strategies  
Admission Process 
A. Alternate Offers  
Events & Recruitment Presentations 
B. Open House  
C. Recruitment Presentations  
D. Grad Fair n/a 
E. Industry Presentations n/a 
F. Internal Student Presentations n/a 
G. College Events (e.g. Trauma & Treatment) n/a 
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Print 
H. School Sales Brochure   
I. Flyer  
Direct Mail 
J. Guidance Counselor Mailing  
K. Influencer/Practitioner Mailing n/a 
Digital 
L. Google Adwords  
M. Google Display & Facebook Sponsored Posts  
Communications & Signage 
N. Website  
O. Social Share  
P. Flyer  
Q. Zap Sign  
R. Program Crest n/a 
 
Courtney Ecker has provided some context for the necessity of a sustained marketing strategy for this 
program. The marketing budget required to effectively advertise this program in the first year is a 
minimum of $10,000-15,000, with subsequent funding for at least two years following. Given the 
relative lack of awareness about this type of job in the Southwestern Ontario region, it will take an 
additional effort to build interest, communicate the value proposition, and showcase local career 
opportunities, pathway opportunities, and advance standing in other Fanshawe programs. If there is 
demand in the non-direct audience, it’s highly recommended the Program Coordinator connect with 
Fanshawe Community Employment Services providers and other adult learning centres in our region to 
increase referrals.  
The approximate budget has been incorporated into the proforma (Appendix H). 




d) Learning Resources - Include collections and/or online resources required. 
 Consultation: Library 
 
Megan Anderson has provided the following breakdown of recommendations for learning resources for 
the Court Support Services program. The approximate budget of $500-$1000 has been incorporated 
into the proforma (Appendix H). 
 
Library and Media Services currently has adequate resources to support the proposed Court Support 
Services program.  The database and streaming media collections for this program appear to be strong, 
covering legal topics and topics such as professional communication. The print book collection is also 
current and relevant. The eBook collection, however, is not as up to date as it could be. As such, it is 
requested that a sum of $500-$1000 be allocated to update eBook titles and ensure that they are as 
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current as possible. Given the cost of eBooks, this modest request would allow up to five new eBook 
titles to be added to the collection. Listed below are examples of items already in the library collection.  
 
Resources Already in Collection: 
• Databases 
o Quicklaw Advance 
o CanLII 
o Canadian Business and Current Affairs (CBCA) 
 
• Streaming Media  
o Curio Streaming Platform 
 CBC content. Contains relevant news clips and reports about Canadian legal 
cases, the court system, etc.  
o NFB Campus  
 Several films and shorts about the Canadian legal system, constitution, etc.  
• eBooks  
o  Strictly Legal II : More Things You Absolutely Need to Know About Canadian Law (2009) 
o Canada's Trial Courts : Two Tiers or One? (2007) 
o The Federal Court of Canada : A History, 1875-1992 (1997) 
o The Court of Appeal for Ontario : Defining the Right of Appeal, 1792-2013 (2014) 
o Professional Writing for the Criminal Justice System (2017) 
 
• Print Books 
o  Introduction to Law in Canada (2019) 
o Child and Youth Protection and Canadian Law (2019) 
o Law, Politics and the Judicial Process In Canada (2018) 
o Family Law : Practice And Procedure (2018) 
o Communications For Legal Professionals (2006) 
 
Library Employee(s) Consulted: Megan Anderson – Librarian, Library & Media Services 
 
 6.6 Cost of Program  
a) Capital requirements 
1. Specify the capital requirements required for 
startup.  Consider: 
i. New space/building  
ii. Facility renovations, additions and/or improvements  
iii. Classroom and/or laboratory equipment  
iv. Computers, software and IT infrastructure  
v. Program related equipment (e.g., machinery, tooling) 
vi. Non-academic furniture & office equipment  
vii. Academic furnishings 
See Appendix H: Multi-Year 
Budget Projections with Net 
Present Value (NPV). 
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viii. Marketing materials 
ix. Staffing (FT, NFT, Technicians, Support) 
2. Estimate the capital requirements for ongoing delivery of the program (up to the 
5th year). 
3. Specify the amount of capital investment required to implement this program that 
is beyond your existing capital allotment. If this exceeds $1 Million, also the source 
of these funds. 
4. Specify the type of equipment and infrastructure enhancements needed to 
operationalize delivery of the program (electrical upgrade, water, eye wash 
station, fume hood, etc.). 
5. Identify special lab amenities/attributes (functional requirements noted in 6.5 a) 
that impact 6.5 b)). 
6. Are there any prerequisites or special considerations that will affect the timing of 
this proposal? 




There are no anticipated new space/building requirements or renovations needed for the delivery of 
this program reflected in the budget proforma (Appendix H). The School will continue to pursue 
developing a classroom/simulated courtroom learning space should sufficient sponsorship be secured. 
 
b) Multi-year Budget 
1. Outline any budgetary assumptions. 
2. Specify the budget requirements required for ongoing delivery of the program.  
Consider: 
i. New space/building  
ii. Facility renovations, additions and/or improvements  
iii. Classroom and/or laboratory equipment  
iv. Computers, software and IT infrastructure  
v. Program related equipment (e.g., machinery, tooling) 
vi. Non-academic furniture & office equipment  
vii. Academic furnishings 
viii. Marketing materials 
ix. Staffing (FT, NFT, Technicians, Support) 
3. What is the proposed Net Present Value (NPV)? 
 Consultation: Financial Planning 
 
Please see Appendix H for the Budget Proforma. 
Sources: Terry Dobson (Manager, Academic Support and Scheduling, Academic Quality & Strategic 
Integration); Mark Hunter (Associate Dean, School of Public Safety); Steve Szikszay (Operations 
Manager, Faculty of Health, Community Studies and Public Safety) 
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 6.7 Alternative Sources of Funding 
a) Are there alternative sources of funding for this program (e.g., donations, repurposing, 
partnerships)? 
 Consultation: Advancement and Alumni Office, External Resources 
 
“[W]e are in the process of working with all the Faculties and the Schools/Programs within them to 
come up with suitable fundraising priorities for discussions with donors. Roughly, these priorities are 
divided into three categories: 
• Student Support – Awards & Bursaries 
• Program Development  
• Capital Projects” 
Gillian Sneddon – Executive Director, Advancement and Alumni, Corporate Strategy & Business 
Development 
The Court Support Services program will meet further with Advancement and Alumni and the 
Foundation to see how this program would fit into the fundraising priorities of the School of Public 
Safety. This program would benefit greatly – along with the existing Law Clerk Diploma, Paralegal Grad 
Cert, and the Policing suite of programs – from something like a classroom/simulated courtroom 
learning space. It is hoped that there are naming/sponsorship opportunities for this sort of learning 
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Fanshawe College | APS # FANS01370 | MTCU # 42305
Ontario College Certificate | Funding requested - full-time
Purpose
This program is designed to provide graduates with the specialized knowledge and skills required to
work in various court support and court and client service positions for the Ontario Courts, as well
as providing specialized evidence recording and interactive learning activities focused on courtroom
staff roles with an emphasis on professionalism and decorum.
Admission
Ontario Secondary School Diploma (OSSD), or equivalent, mature student status.
Occupational Areas
Graduates from this program will generally gravitate towards two particular NOC Codes: NOC 1416
(Court Clerks) and NOC 1251 (Court Reporters, Medical Transcriptionists and Related Occupations).
Emsi Data shows a general upward trend in employment projection for Court Clerks (NOC 1416).
Across Ontario, there is expected to be approximately a 12% increase in the jobs within this NOC in
the 2019-2026 period. Job growth appears to be steady and sustainable. 83% of job openings in the
period of 2017-2021 are expected to occur via attrition (replacement jobs from retirement or
turnover).
Court Reporters, Medical Transcriptionists and Related Occupations (NOC 1251) have stable
employment projections. Few net new jobs are projected, but vacancies due to retirements will
occur, and many Ontario Courts in the Fanshawe catchment area are already hiring workers without
the necessary knowledge of Ontario law or the understanding of the roles and responsibilities of
court officers. These individuals are then provided with in-house training; however, there remains
high turnover and little employment stability for the Ministry of the Attorney General. 81% of job
openings in the period of 2017-2021 is expected to occur via attrition (replacement jobs from
retirement or turnover).
Laddering Opportunities
Fanshawe College will be looking for pathways opportunities for both incoming and outgoing
students.
Students transferring into the program from high-affinity fields such as the Public Safety
Fundamentals OCC (MTCU 43012) may have some credit recognition for general courses like
"Canadian Law." Students transferring in from Law Clerk OCD (MTCU 52611) are likely to receive
some credit recognition for general courses like "Canadian Law" and "Computer Applications."
Students may wish to ladder out of this program into high-affinity programs in the legal field: the
Law Clerk OCD and ultimately the Paralegal OCGC are particularly strong programs for further
education. Some introductory courses may be granted as credit recognition; in other cases the
strong fundamental knowledge gained in the Court Support Services OCC would be an asset to
students who wished to pursue further education in legal studies.
There will also be some laddering opportunities for graduates who may have pursued BAs in Justice
Studies and/or Political Science and/or English programs at Ontario universities. Graduates of these
programs often want to work within the legal field and are looking for short-duration practical
programs to enhance the vocational skills needed to succeed in the Ontario courts system.
Program VLOs
Maintain a professional attitude in adherence to courtroom decorum.1.
Interact with judiciary, counsel, stakeholders, the public and court staff in a respectful manner2.
and using a customer service oriented approach.
Create and format court services documents using computer software in accordance with3.
municipal and provincial directives and governing legislation.
Record and annotate court proceedings using digital court technology adhering to proper4.
restrictions and flagging of cases.
Examine, compare and complete various forms accurately and legibly according to court service5.
requirements and proceedings.
Maintain and manage critical details of all court files (including court minute books and exhibits)6.
ensuring their secure storage at all times in accordance with municipal and provincial directives.
Develop strategies for ongoing personal and professional development to enhance work in court7.
support service settings.
Curriculum
LAWS-1XX1 - Court Clerk -- OCJ Criminal (Semester 1 - 45.00 hours)
Students will study the role of Ontario Court clerks with respect to assisting the judiciary in a
criminal bail, plea, and trial court. The course will focus on principles, courtroom procedures, and
operations using Ministry of the Attorney General-approved guidelines specific to the Ontario
Court of Justice.
LAWS-1XX2 - Professional Communication and Courtroom Decorum 1 (Semester 1 - 75.00
hours)
Students will examine and apply the principles of good written and oral communication including
the use of proper grammar, spelling, and proofreading skills. Students will also study the various
roles of participants in the courtroom, appropriate courtroom dress, and decorum. The course will
address the importance of confidentiality and sensitivity in a courtroom environment.
LAWS-1XX3 - Computers and Courtroom Technology (Semester 1 - 45.00 hours)
In this course students will be introduced to Microsoft Office to create and format court services
and other legal-based documents using correct formatting, spelling, and grammar. In addition,
students will be introduced to various court technologies used in the courtroom. Students will
have opportunities to practice these skills throughout the term.
LAWS-1XX4 - Court Clerk/Registrar -- Family Court 1 (Semester 1 - 60.00 hours)
This course will focus on the principles, courtroom procedures, and operations using Ministry of
the Attorney General-approved guidelines specific to the Ontario Court of Justice, Superior Court
of Justice, and the Family Court. Students will be introduced to Family Law legislation and rules,
proceedings, case management, child protection timetables, and case tracking technology.
LAWS-1XX5 - Introduction to the Canadian Legal System (Semester 1 - 45.00 hours)
This course introduces students to the Canadian legal system. Students will examine the parties
involved in the legal system in Canada, sources of law, the Constitution, and the Charter of Rights
and Freedoms. Through this course, students will gain a general understanding of how laws are
defined, created, and interpreted as well as the history, structure, and jurisdiction of Canadian
courts.
LAWS-1XX6 - Court Reporter 1 (Semester 1 - 60.00 hours)
In this course, students examine the role of a court reporter, including how the reporter should
interact with other members of the court in a professional and respectful manner. In accordance
with Ministry of the Attorney General-approved guidelines, students will learn to record and
annotate court proceedings using current digital recording equipment and systems.
LAWS-1XX7 - Court Registrar -- SCJ Civil and Criminal (Semester 2 - 60.00 hours)
This course enables students to study the role of a courtroom Registrar for civil, small claims, and
criminal court cases in the Superior Court of Justice. Participants will learn pre-, post-, and in-
court responsibilities in accordance with Ministry of the Attorney General-approved procedures,
practices, and guidelines. Students will also gain an understanding of the jury selection process as
it relates to civil and criminal proceedings.
LAWS-1XX8 - Transcription (Semester 2 - 45.00 hours)
In this course students will learn the necessary transcription procedures and techniques required
to create and format certified transcripts from all court jurisdictions according to the standards
set by the Ministry of the Attorney General. Upon successful completion of this course, students
will have met the Ministry’s transcript qualification standards and will be eligible to become
authorized transcriptionists.
LAWS-1XX9 - Court Clerk/Registrar -- Family Court 2 (Semester 2 - 60.00 hours)
This course builds upon the knowledge and skills gained in the Court Clerk/Registrar -- Family
Court 1. In this course, emphasis is placed on practical applications such as reading and
understanding Minutes of Settlement, Consents, and Judges’ orders. Students will learn how to
prepare forms and orders resulting from Judges’ endorsements in accordance with municipal and
provincial directives.
LAWS-1X10 - Clerk/Reporter -- Provincial Offences (Semester 2 - 60.00 hours)
In this course students will gain an understanding of the administrative, clerical, support, and
Clerk/Reporter roles in the municipally-operated Provincial Offences Court. Students will learn,
pre-, post-, and in-court responsibilities in accordance with Ministry of the Attorney General-
approved procedures, practices, and guidelines. In addition, students will gain an understanding
of Provincial Offences legislation.
LAWS-1X11 - Court Reporter 2 (Semester 2 - 45.00 hours)
This course builds upon the student’s knowledge and skills gained in Court Reporter 1. Using
specialized court reporting tools, students will enhance their ability to oversee audio recording
systems and properly annotate audio recordings in accordance with Ministry of the Attorney
General-approved procedures, practices, and guidelines.
LAWS-1X12 - Professional Communication and Courtroom Decorum 2 (Semester 2 - 60.00
hours)
This course is a culmination of skills and knowledge acquired by students throughout the program.
Students will actively execute all pre-, post-, and in-court procedures in accordance with Ministry
of the Attorney General standards and guidelines. Interactions with all of the court's stakeholders
will be practiced through extensive experiential learning activities including, but not limited to,
mock trials, courtroom scenarios, customer-service counter conversations, and transcriptionist
duties.
FLDP-1XX1 - Court Support Field Placement (Semester 2 - 120.00 hours)
Court Support Services students will complete a field placement component in a work setting for a
minimum of 120 hours, scheduled for four weeks at the end of Semester 2. A student's work
experience and the scheduling of field placement will reflect the employer's needs. This course
provides students with an opportunity to apply academic skills and knowledge in a workplace
environment rather than inside the classroom. While on placement, students will have an
opportunity to gain experience by working with the judiciary, counsel, the public, and other court
staff. This experience will impact on the student's understanding of the demands of the courtroom
and will serve to reinforce the importance of professionalism and decorum in court support service
settings.
VLO Mapping
Code 1 2 3 4 5 6 7
LAWS-1XX1 X X X X X
LAWS-1XX2 X X X X
LAWS-1XX3 X X
LAWS-1XX4 X X X X
LAWS-1XX5 X X
LAWS-1XX6 X X X X X X
LAWS-1XX7 X X X X
LAWS-1XX8 X X X
LAWS-1XX9 X X X X X
LAWS-1X10 X X X X
LAWS-1X11 X X X X X X
LAWS-1X12 X X X X X X X
FLDP-1XX1 X X X X X X X
EES Mapping
Code 1 2 3 4 5 6 7 8 9 10 11 12 13
LAWS-1XX1 X X X X
LAWS-1XX2 X X X X X X X
LAWS-1XX3 X X X X X
LAWS-1XX4 X X X X X X
LAWS-1XX5 X X X
LAWS-1XX6 X X X X X X
LAWS-1XX7 X X X
LAWS-1XX8 X X X X X X X
LAWS-1XX9 X X X X X X
LAWS-1X10 X X X X X X X X X
LAWS-1X11 X X X X X X X
LAWS-1X12 X X X X X X X X X X
FLDP-1XX1 X X X X X X X X X X X
Certification/Accreditation
Certification type:




Paul Meahan, Curriculum Consultant
T: 519-452-4430;5106 | E: pmeahan@fanshawec.ca
APPENDIX E – Program Outcomes – Curriculum Map
PROGRAM MAPPING (Court Support Services)     




The graduate has reliably demonstrated the ability to: (Source: 
Program Description - CVS-approved PVLOs)
1. Maintain a professional attitude in adherence to courtroom decorum. I/B I/B I/B I/B I/B B/C B/C B/C B/C B/C C 11
2. Interact with judiciary, counsel, stakeholders, the public and court staff in a 
respectful manner and using a customer service oriented approach. I/B I/B I/B I/B B/C B/C B/C B/C B/C C 10
3. Create and format court services documents using computer software in 
accordance with municipal and provincial directives and governing legislation. I/B I/B I/B I/B I/B B/C B/C B/C B/C C 10
4. Record and annotate court proceedings using digital court technology adhering to 
proper restrictions and flagging of cases. I/B B/C B/C C 4
5. Examine, compare and complete various forms accurately and legibly according to 
court service requirements and proceedings. I/B I/B I/B I/B B/C B/C B/C B/C B/C B/C C 11
6. Maintain and manage critical details of all court files (including court minute books 
and exhibits) ensuring their secure storage at all times in accordance with municipal 
and provincial directives. I/B I/B I/B B/C B/C B/C B/C B/C B/C C 10
7. Develop strategies for ongoing personal and professional development to enhance 
work in court support service settings. I/B B/C C 3
TOTAL # OF OUTCOMES EVALUATED BY EACH COURSE 5 4 2 4 2 6 4 3 5 4 6 7 7
NB - Only indicate the outcomes that are Taught & Evaluated (TE or TRE) in a course
PROGRAM COORDINATOR: Barbara Bidner and Suzanne Kingshott Analysis of Mapping Results:
ASSOCIATE DEAN: Mark Hunter































































































































































































































































































































APPENDIX E – Program Outcomes – Curriculum Map
PROGRAM MAPPING (Court Support Services)      
PROGRAM ESSENTIAL EMPLOYABILITY SKILLS OUTCOMES
The graduate has reliably demonstrated the ability to: (Source: 
MTCU)
1. communicate clearly, concisely and correctly in the written, spoken, and visual 
form that fulfills the purpose and meets the needs of the audience. X X X X X X X X X X X X 12
2. respond to written, spoken, or visual messages in a manner that ensures 
effective communication. X X X X X X X X X X X X 12
3. execute mathematical operations accurately.
X X X X X X X 7
4. apply a systematic approach to solve problems.
X X X X X X X X X 9
5. use a variety of thinking skills to anticipate and solve problems.
X X X X X X 6
6. locate, select, organize, and document information using appropriate technology 
and information systems. X X X X X X X X X X 10
7. analyze, evaluate, and apply relevant information from a variety of sources.
X X X X X X X X X X 10
8. show respect for the diverse opinions, values, belief systems, and contributions 
of others. X X X X X X 6
9. interact with others in groups or teams in ways that contribute to effective 
working relationships and the achievement of goals. X X X 3
10. manage the use of time and other resources to complete projects. 
X X X X 4
11. take responsibility for one’s own actions, decisions, and consequences.
X X X X X 5
TOTAL # OF OUTCOMES SUPPORTED BY EACH COURSE 4 7 5 6 3 6 3 7 6 9 7 10 11
PROGRAM COORDINATOR: Barbara Bidner and Suzanne Kingshott Analysis of Mapping Results:
ASSOCIATE DEAN: Mark Hunter





































































































































































































































































































































Program Delivery Information (PDI) Form to Calculate Program Funding Parameters 
Total Hours Required per Student 
 
 
College:  Fanshawe College Program title:  Court Support Services 
 
Indicate the number of hours that a student is required to spend in each instructional 
setting in each semester or level of this program.  All hours in all instructional settings 
are to be noted. 
 
Funded Instructional Settings* Semester/Level  1 2 3 4 5 6 7 8 9 Total 
Classroom instruction 330 330                             660 
Laboratory/workshop/ fieldwork                                         
Independent (self-paced) learning                                          
One-on-one instruction                                          
Clinical placement                                          
Field placement/work placement            120                                  
Small group tutorial                                          





1 2 3 4 5 6 7 8 9 Total 
Co-op work placement - Mandatory                                          
Co-op work placement - Optional                                           
TOTAL                                          




























LAWS‐1XX1 Court Clerk ‐‐ OCJ Criminal 45 15 new 1 25 2 1
LAWS‐1XX2 Professional Communication and Courtroom Decorum 1 75 15 new 1 25 2 2 1 Other = Blended Hour
LAWS‐1XX3 Computers and Courtroom Technology 45 15 new 1 25 3
LAWS‐1XX4 Court Clerk/Registrar ‐‐ Family Court 1 60 15 new 1 25 2 2
LAWS‐1XX5 Introduction to the Canadian Legal System 45 15 new 1 25 3 Could also use dedicated room
LAWS‐1XX6 Court Reporter 1 60 15 new 1 25 2 2
Total 330
Level 2
LAWS‐1XX7 Court Registrar ‐‐ SCJ Civil and Criminal 60 15 new 1 25 2 2
LAWS‐1XX8 Transcription 45 15 new 1 25 3
LAWS‐1XX9 Court Clerk/Registrar ‐‐ Family Court 2 60 15 new 1 25 2 2
LAWS‐1X10 Clerk/Reporter ‐‐ Provincial Offences 60 15 new 1 25 2 2
LAWS‐1X11 Court Reporter 2 45 15 new 1 25 3
LAWS‐1X12 Professional Communication and Courtroom Decorum 2 60 15 new 1 25 3








Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8 Year 9 Year 10 Total
Incremental revenues
Grants: Notes
Court Support Services 1 n/a n/a 24,284 54,476 84,667 90,574 90,574 90,574 90,574 90,574 616,297
Tuition:
Court Support Services 2,3,4 46,283 57,541 57,541 57,541 57,541 57,541 57,541 57,541 57,541 57,541 564,151
Program Specific fee ** 5 0 0 0 0 0 0 0 0 0 0 0
Other associated revenue 0 0 0 0 0 0 0 0 0 0 0
sub‐total 46,283 57,541 81,825 112,017 142,208 148,115 148,115 148,115 148,115 148,115 1,180,448
Incremental expenses
Indirect salaries:
  Admin/Support staff 0 0 0 0 0 0 0 0 0 0 0
Teaching salaries:
Full time ‐ number required 0 0 0 0 0 0 0 0 0 0
                   ‐ cost @ $142,281 0 0 0 0 0 0 0 0 0 0 0
Part time ‐ hours per week req'd 6. 47 47 47 47 47 47 47 47 47 47
                   ‐ cost @ see below 79,104 80,293 80,293 80,293 80,293 80,293 80,293 80,293 80,293 80,293 801,739
Coord stipend  1 1 1 1 1 1 1 1 1 1
‐ Cost @ $3,679 3,679 3,679 3,679 3,679 3,679 3,679 3,679 3,679 3,679 3,679 36,790
Curriculum Dev. @$25k/pgm year 25,000 25,000
International Recruitment Costs 0 0 0 0 0 0 0 0 0 0 0
One time costs ‐ facilities 0 0
                              fitup/equipment 0 0
Other startup 7. 11,000 5,000 5,000 21,000
Operating expenses 8. 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 5,000 50,000
Capital expenses 0
sub‐total 123,783 93,972 93,972 88,972 88,972 88,972 88,972 88,972 88,972 88,972 934,529
incremental cash inflows ‐77,501 ‐36,431 ‐12,146 23,045 53,236 59,143 59,143 59,143 59,143 59,143 245,920












Tuition ‐ domestic lvl 1/2 $1,250.89 Tuition less bursary holdback




Tuition ‐ international lvl 1/2 $6,858.50 Tuition less international student recovery
(per term) lvl 3/4 $0.00 Tuition less international student recovery
Enrolment split domestic 100%
international 0%








level 1 ‐ Fall 20 0 20
level 2 ‐ Winter 17 0 17
level 3 0 0 0

















level 1 ‐ Fall 25 0 25
level 2 ‐ Winter 21 0 21
level 3 0 0 0

















level 1 ‐ Fall 25 0 25
level 2 ‐ Winter 21 0 21
level 3 0 0 0

















level 1 ‐ Fall 25 0 25
level 2 ‐ Winter 21 0 21
level 3 0 0 0
















COURT SUPPORT SERVICES 
NEW PROGRAM DEVELOPMENT – EXTERNAL ADVISORY PANEL 
OCTOBER 28, 2019 | 5:30-8:00 P.M. 





MARK HUNTER – ASSOCIATE DEAN, SCHOOL OF PUBLIC SAFETY 
BARBARA BIDNER – FACULTY, SCHOOL OF PUBLIC SAFETY 
SUZANNE KINGSHOTT – FACULTY, SCHOOL OF PUBLIC SAFETY 
PAUL MEAHAN – CURRICULUM CONSULTANT, CENTRE FOR ACADEMIC EXCELLENCE (RECORDING) 
EXTERNAL: 
ASHLIE HAWKINS – COORDINATOR – COURT ADMINISTRATION, CITY OF LONDON 
REBECCA NAGY – REGIONAL SCHEDULING CLERK, MINISTRY OF TRANSPORTATION 
SHANNYN CHRISTIE – COURT AND CLIENT REPRESENTATIVE, MINISTRY OF THE ATTORNEY GENERAL  
CINDY VERMEIREN – MANAGER – COURT SERVICES, LAMBTON COUNTY 
CHANTEL BERTRAND – JUSTICE OF THE PEACE, ONTARIO COURT OF JUSTICE 
DARCY LAMPKIN – COURT OPERATIONS MANAGER, LONDON MIDDLESEX COURTHOUSE 
SILVIA CORTEZ – TRIAL ADMINISTRATION, CORPORATE SUPPORT SERVICES NORFOLK COUNTY 
REGRETS: 
CHRIS HEPPLE – COURT MANAGER, MIDDLESEX COUNTY 
  
CALL TO ORDER AND INTRODUCTIONS: 
Mark Hunter called the External Advisory Panel Meeting to order to discuss the proposed development of 
a Court Support Services Ontario College Certificate at 5:30 p.m. on October 28, 2019 in H1005 at 





OVERVIEW OF NEW PROGRAM DEVELOPMENT PROCESS – PAUL MEAHAN 
INTERNAL REQUIREMENTS FOR APPROVAL 
• Stage-Gate Process – Business Plan 
o Internal and External Consultations 
o Labour Market Demand 
o Student Demand  
EXTERNAL REQUIREMENTS FOR APPROVAL 
• Ministry of Colleges and Universities – coverage of PVLOs and EESes appropriate to a one-year 
certificate 
ONTARIO COLLEGE CERTIFICATE 
• Minister’s Framework for Programs of Instruction 
o The basic skill and knowledge requirements for entry-level employment in positions with 
limited range of activities within a prescribed range of functions 
o 600-700 hours  
o Standard admission requirements for other certificate programs in the School (12C 
English or ACE, etc.) 
OVERVIEW OF THE PROPOSED PROGRAM – BARBARA BIDNER AND SUZANNE 
KINGSHOTT 
• Program Purpose 
o To provide graduates with the specialized knowledge and skills required to work in 
various court support and court and client service positions for the Ontario courts 
o To provide specialized evidence recording and interactive learning activities focused on 
courtroom staff roles with an emphasis on professionalism and decorum 
• Vocational Learning Outcomes 
o What knowledge/skills/attitudes do we want graduates to have at the end of the program, 
and how will we provide them with the opportunity to achieve that? 
o The program graduate must “reliably demonstrate” these skills and outcomes 
o Program Vocational Learning Outcomes: taken from the Ministry-approved outcomes for 
Ontario College Certificates in Court Support Services (last validated in 2017) 
• Essential Employability Skills 
o 11 skills across 6 categories: communication, numeracy, critical thinking and problem 
solving, information management, interpersonal, personal 
PROGRAM FOCUS 
• This proposed program would be a one-year certificate and would nicely complement our current 




• Proposed program would fill a need. Fanshawe currently trains students to be employed in legal 
field as a support to legal professionals or to become a legal professional; this program would 
allow the College to now train students to assist in the administration of justice. 
• This one-year certificate program will focus on practicing court roles and experiential learning 
opportunities. 
• The general core course structure was presented in a semester-by-semester overview 
LABOUR MARKET DEMAND AND TARGET AUDIENCE – BARBARA BIDNER AND MARK 
HUNTER 
TARGET AUDIENCES 
• Initial goal is a Fall 2021 intake of approximately 20-25 students. The size of the student cohort 
will be driven by available placements and a responsible view to how many graduates the market 
can bear for employment. The recruitment focus will be on direct admits, but this program will 
also appeal to many non-directs, especially those with a legal interest and/or Bachelor’s degree 
grads. The program will also target French-language and/or bilingual students in order to help 
serve the French-language court system, where trained francophone and/or bilingual court 
support personnel are in high demand. 
• This credential is offered at two other colleges in Ontario; however, both of those colleges are in 
the GTA, and their graduates tend to seek employment with courts in the GTA region. There will 
be no competitors to this program locally – we just need to create the demand amongst 
prospective students within the geographical regions west of the GTA (Fanshawe’s traditional 
catchment areas). 
• The 20-25 target number matched what is being seen in the GTA colleges offering this program 
(Durham and Centennial). 
WHERE WILL GRADS WORK? 
• Occupational Projections from Institutional Research were discussed. Data has indicated a 
generally upward trend in employment projection throughout Ontario, and panellists confirmed 
that there was an employment need in the Fanshawe catchment areas. 
IN THE PANEL’S VIEW, IS THERE A NEED FOR FANSHAWE TO DEVELOP AND LAUNCH A ONE-YEAR 
COURT SUPPORT SERVICES CERTIFICATE? 
• The panellists unanimously agreed there is a substantial need for skilled graduates. They raised 
concerns about the costly and time-consuming training regimen that they had to offer as the 
skilled workforce remained difficult to find. Many panellists indicated that these positions often 
have high attrition rates, and they also confirmed that the courts west of the GTA are expected to 
have a significant number of retirements in the next 5-10 years. 
• Broadly speaking, the courts look for applicants with some legal background (some exposure to 
the law at the college or university level). However, panellists agreed that it would be good to 
have new employees coming into the courthouse that understand the language and the decorum 
of the court already. 
• Courts in the western region (Middlesex, Elgin, Huron, Oxford, Perth, Lambton, and Essex 
counties) have been experiencing significant turnover amongst the new contract employees, and 
are thus constantly recruiting for new staff. Post-hire training for these individuals is a very large 
cost, and it takes anywhere from several months to a full year to fully train them for the role. 
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Sometimes, courts must bring in professionals from far outside the jurisdiction because there is 
no one available to fulfill a role, and the court proceedings must go ahead as scheduled. 
• Every court is different, which means there is some nuance to how each one operates, but 
panellists generally agreed that applicants with the baseline of training (as reflected in the 
program learning outcomes) would help them immensely. Panellists added that launching this 
program would increase the profile and awareness of these complex justice system professions 
within the wider public.  
 
PANEL DISCUSSION AND RECOMMENDATIONS 
EMPLOYER EXPECTATIONS OF AN ENTRY-LEVEL PRACTITIONER 
• Communication skills – Panellists unanimously agreed that communication skills were the most 
important part of the job. Court support personnel, clerks, officers, and Court and Client 
Representatives (CCRs) all needed to be comfortable with public speaking. Dealing with difficult 
conversations and individuals was seen as a crucial aspect of the job. There was support from 
the panellists for the idea of bringing in acting students to engage Court Support students in 
practicing how to deal with difficult and sometimes angry individuals. 
• Accuracy – Real-world errors are really damaging to the carriage of justice and public perception 
of the justice system. Employees in this field need to be accurate above all else. 
• Flexibility and multi-tasking – Panellists stressed the variability of the roles within the court 
support professions, and noted that graduates of Fanshawe’s proposed program would need to 
have excellent multi-tasking skills.  
• Familiarity with court proceedings, decorum, and terminology – If employees came in with a 
better understanding of how courts work, decorum, and terminology, less time would be required 
at the beginning for intensive training and the whole onboarding process would be more 
streamlined for court managers. General members of the public don’t see all of the behind-the-
scenes paperwork and the hidden aspects of these jobs, but our graduates may be better 
prepared to meet those challenges with some standardized baseline of knowledge. Familiarity 
with the specialized terminology, decorum, and structure of the courts (docket, information, mens 
rea, acronyms, etc.) is a big hurdle to climb for new employees. Panellists hoped that graduates 
of our program would be prepared for the complexities of the profession, and would thus be less 
likely to be lost to attrition early in their careers. 
• The panellists discussed a range of other skills that will be considered for the curriculum as the 
program is developed: 
o Interview skills – something like a career course with an emphasis on the attitudes 
needed to thrive in the system (multitasking abilities, respect for confidentiality in ex parte 
proceedings and with publication bans, etc.) 
o Personal Safety and Security – simulation to be aware of surroundings/reporting an 
empty backpack/irate individuals at the counter or in the courtroom; personal health 
protection when dealing with members of the public, serving papers, and meeting with 
incarcerated individuals. 
o French language skills – consider adding an option to do an additional 2 hours field 
placement in French courts in order to receive some kind of bilingual designation on the 
certificate or in a parallel credential 
o Courtroom skills – a course that places students in a courtroom environment in order to 




• Panellists were interested in how graduates from this program would have on-the-job and other 
off-campus experiential learning opportunities. 
EXPERIENTIAL LEARNING OPPORTUNITIES  
• Panellists were unanimous that the students needed to learn real job skills. They advocated that 
the program contain as much work experience as was feasible. Panellists noted that they would 
need to check with the Ministry of the Attorney General about allowing students to attend on 
placements; however, some noted that courts in Sarnia and Windsor had taken co-op students in 
the past and that courts were “very used to having students around the building.” 
• Some panellists felt that 2-and-2 week placements to experience different types of courts might 
work better; others felt that 4-week placements at the end might be a better fit. 
• Panellists suggested that some elements of communication would need to be simulated within 
the program. For example, students would need to practice how to write quickly and legibly by 
hand, practice with reading endorsements written in cursive from judges. The panellists 
suggested that the College include case studies that aided students in understanding the types of 
documents prevalent in the courts (learning to read those documents and then being able to 
answer questions about the contents of the documents). 
• Some panellists also noted that the ability to listen to something and take notes was crucial, so 
students should routinely practice listening to a recording and writing it down in real time. 
• Panellists suggested that PT-CRAO certification for typing transcripts is very important and 
supported the College’s goal of its transcription course, which is to get students ready to write the 
regulatory test.  
DEPTH OF TECHNOLOGY REQUIRED 
• The computer technology component is going to be crucial because the Attorney General’s goal 
is to turn courts paperless. 
• Video technology is also important. One panellist noted that an employee would need to be able 
to dial in to remote locations and do basic troubleshooting with video conferencing without calling 
IT support. 
• Familiarity with MS Word and MS Excel is necessary. The panellists also described much of the 
legacy software that they use on a daily basis (ICON, CRTS, CAMS, FRANK, Liberty or FTR 
recording and annotation software). Panellists recommended that the College check with the 
corporate office of the courts to see what can be acquired to familiarize students with this 
software in a test environment. 
• One panellist noted that the ability to operate a database quickly and accurately is a helpful 
transferable skill prior to starting work with ICON and/or CAMS. 
PROMOTING THE PROGRAM 
• Panellists suggested a number of organizations that the College should contact in order to 
possibly promote the program within the court support community: 
o Municipal Court Managers’ Association of Ontario (MCMA) 
o Middlesex Law Association 
o Professional Transcriptionists and Court Reporters Association of Ontario (PT-CRAO) 
o Association Canadienne-Française de l’Ontario (ACFO) 










Expressions of Support from Community Partners 
From: Kingshott, Suzanne
To: Bidner, Barbara; Hunter, Mark; Meahan, Paul
Subject: FW: Letter of Support and thank you!
Date: November 8, 2019 1:25:17 PM
Hello team,
 
Please see email below received from Ashlie.
 
As discussed yesterday, once the sharepoint is set up, I will file the previous attachments sent by
Ashlie with examples of ICON and manuals.
 
Paul/Barbara – if you need anything further from me as I had to leave early yesterday to teach,




From: Hawkins, Ashlie <ahawkins@london.ca> 
Sent: November 8, 2019 1:06 PM
To: Kingshott, Suzanne <skingshott@FanshaweC.ca>
































From: Lampkin, Darcy (MAG)
To: Hunter, Mark; Bidner, Barbara; Kingshott, Suzanne; Meahan, Paul
Subject: External Advisory Committee- Court Support Program
Date: November 4, 2019 12:48:25 PM
Mark, Barbara, Suzanne and Paul,
 
I wanted to thank you all again for a fantastic evening and allowing me the opportunity
to provide some information that I hope assists you going forward in this exciting
venture. I am hopeful that I didn’t monopolize too much time the other night, but did
recognize we were the largest organization in the room and would do the bulk of the
recruitment and could truly benefit to a large degree from a program such as this.
 
There is an absolute need for this program and court services who provides the
administration side of justice can provide exciting career opportunities for many
people.
 
I would love to be involved to the extent that I can, and am seeking some further
direction to determine how involved I can be as a public servant. Once I have
received some direction, I will submit my form to you.
 
I am also seeking contact information for you to obtain the letters of support that you
requested and put you in touch with the correct people with respect to ICON and
FRANK.
 
Please feel free to reach out to me anytime if you have any further questions.
 












This electronic transmission, including any accompanying attachments, contains confidential information that may
be privileged and/or exempt from disclosure under applicable law, and is intended only for the person(s) to whom
it is addressed. Any distribution, review, dissemination or copying of the contents of this communication by anyone
other than the intended recipient(s) is strictly prohibited. If you have received this communication in error, please
notify the sender immediately by return e-mail and permanently delete this message without reading, copying or




Subject: Court Support Services Program - Info. from Cindy Vermeiren
Date: November 1, 2019 11:20:24 AM
Paul:
 
Please see below the text of an email that we received from Cindy Vermeiren  This is great news!
 
I wanted to pass the information along to you in the event that it might assist  in preparing the final 
version of the Stage 2 document.
 
___________________
From: Cindy Vermeiren <cindy.vermeiren@county-lambton.on.ca> 
Sent: October 31, 2019 11:33 AM
To: Van Der Spank, Kailey <k_vanderspank@FanshaweC.ca>
Cc: mark_hunter@FanshaweC.ca




Thank you for the invitation to sit in on the panel discussion on Monday evening. I found it
very interesting and quite exciting to participate in. 
 
The present demographics in the Court Services Department here will be changing 70-80%
within the next 5-10 years, so I see this training being very beneficial for recruitment
purposes. I further believe that many courts within the region are or will also be
experiencing the same change to their work force over the next 5-10 years as they replace
retiring staff.
 
The staff at the County, Court Services Department are unionized workers. The labour
contract reads to provide for field placements and co-op students.
 
I anticipate the Department could accommodate for one or possible two student
placements.
 
Please advise what further information is required by the college to assist with Provincial












Please let me know if I can assist further.
 
Regards,
